Lompany policies g, Acknowledgement:

Iﬂmmmiﬁﬁﬂnm@!irm;
® Training W‘m‘he provided in the Night Shift from 0900 P - 06:00am. - W
*  You will got (10) working days of Training i.e. 15¢ week Theoreticaj and 2nd Wéek of Pfaﬁi‘féai - :
Training. : o L
®  You will be assessed during the training on daily basis and On any negligence from Your en;
rrianagement'reserves the right to take hecessary actlon, which may include termination of (e

®  You must pﬁss all assessments during the training period to be eligible for émployment. For énv
reason if you fail the assessments then YOur journey stops and You will not be considered fbr.-; '

this position neither will you get paid.
® Uninformed absenteeism or non-serious/ unprofessional attitude during training period will not

be tolerated. :

®  You must work for another 2 weeks in order to get paid for the training days.

Fraudulence Pblig

individual will be held including salary, Incentives, Bonuses and Experience Letters. There will be np ST
exceptions for any senior employee, team manager or department head. 5 Heiirl i

Sexual Harassment g Hostile Worl Eavironment rolicy
s===elarassment & Hostile W t Polic



Pulling leg (Making fun of any individual)

Leering, i.e., staring in a sexually suggestive manner.

Making offensive remarks about loaks, clothing, and body parts. -
Touching in a way that may make an employee feel uncomfartalile, such as p.ll ling pl

nl

intentional brushing against another’s body. : o
Telling sexual or lewd jokes, Eve teasing, keeping sexual pictures, making 5exual gestures etc,

Sending, forwarding or soliciting sexually suggestive letters, notes, emails, or images:

e Comments about an individual’s skin color or other racial discrimination/ethnic dmrauenislu:s. :

e Making disparaging remarks about an individual’s gender that are not sexual in nalure. il
® Negative comments about an émployee’s religious beliefs (or lack of religious betlefs) g
e Expressing negative stereolypes regarding an employee’s birthplace or anceslry. - &5
¢ Derogatory or intimidating references to an employee’s mental or physical impairment’ .

psenent in all forvas of verbal,

-® * Harassmént can occur from either pender side, male to female-and female to malg as we;l ;u
same gender meaning one female can create hostile work environment for another female nnd
one male can create hostile work environment for another male. It can also lake place froma

H

staff member to a manager or from a manager to a staff member.
® All direct or implied threats from peer to peer or from manager to staff member thdl :.ubnusuun
to sexual advances will be a condition of employment, work statiis, promotion, grades or Ieltus
of recommendation, also fall under the same course of action. i ,j ol ;
¢ Romantic and/or sexual relationship between staff and management is strlclly pmhiblled :jS ll
Y constitutes a conflict of interest. It also leads to alleged accusation of sexual harassment wlu_n a
conflict arises between the two parties involved.

Social Media Policy

Following instructions/directions are hereby issued to all employees and it is expected that all will

remain bound and abide by the same; mherwlse Administration will be at liberty to take any legal aclion

available under the law and rules of the company, including major penall:v and termination.of the = i

services. All employees are directed to finnly abide by the following social media clauses. Non- _'-§ :
.adherence to the following policias shall result in immediate termination of the employee’s -31,. % B i

contract/services with the company.

* No employee is allowed to create any social media page/group/channel/forum/blog etc. With
the name or resembles the name of Pro Global Technologies Pvt. Ltcl. or its clients. . o



Employees are not allowed to spread/propagate or introduce their political/religious views or
affiliations on our official social media page/group/channel/forum/blog etc. Same policy apphe
within our office premises and official warking hours as well. &

Empluyees are prohibited and restrained to discuss post or expose/comiment about ..my ulhu e
employee of Pro'Global Technologies Pvt. Ltd., its clients or their faunlv members on dny sm.ml =

media or online farum.

Employees are required to apply for official approval from the higher Management of the e
company before sharing any informalion related to Pro Global Technologies Pvi. Ltd. or its
clients on their own social media nage/nmupldmnnel}forum/hlog or at any other nnliue Iormn- i

Any former or active employee of Pro Global Technologies Pvt. Ltd. is strictly nmhlblled lo
post/publish any disrespectful and negative content regarding any ;
employee/staff/manager/administration of Pro Global Technologies Pvt. Ltd. orits cllenlelf..
Dishonorable content such as racial, ethnic, sexual, religious, and physical disability slurs are
stnctlv prohibited. Such emnlnvees will be legally prosecuted dependmg upon the severity of

wolatlon.

Internal policy matters, procedure and information that are financial, operalional and !egal ln

£ /
nature, as well as any lnfarmation that pertains to clienls and customers or any
processes must not be d:smssed shared or brought under consultation on any socld! medna m

online forum.

Employees are not allowed to share any personal/internal information of the company on social
media such as personal addresses, personal phone numbers or any other information without

it Tl

the consent of the individual/entity.

iy "-.‘ ¥ 2
Employees are strictly not allowed to contact our Clients/suppliers/Customers and their families -
on social media network or at any other unofficial online forum. If any former or active *
employee is found guilty by any méans, the company will terminate such individuals followed bv

a defamation lawsuit by our legal team.

Employees are prohibited to officially represent or use Pro Global Technologies Pvt. Ltd. uiéhv :
of their clients” names on the social media for any fundraising/public welfare awareness activity
unless officially designated, permitted and assigned by the Higher Management. .

"

In general, any action or activity on social medla (even of the social media) that may brlng: any -
sort of disrepute or disrespect to the mmpany. such act will be strictly dealt by the dlsqlp!inarv

management.

Failure to comply with aforesaid policies, rules and regulations will be termed as a seriohs‘
breach of the company’s code of conduct. Disciplinary action will be taken against violators
which may not be limited to suspénsion/termination of cmpluyc;:s‘ contract and may go beyond .
the limits of legal, civil and criminal prosecution of the employee'by our legal team. ' 3 '



CODE OF ETHICS 1IN ACCORDANCE WITH CONFIDENTIALITY

Introduction and Ethics Statement

Pro Global Technologies Put. Ltd. conducts its business honestly and ethically. We are constantly lmm qViilg- gt
the quality of our services, products and operations that will create a reputation for honesty, fairess; I ey

responsibility, Iritegritv of our clientele with trust and sound business Judgnient. Pro Global Tech_niii‘

Ltd. employees should not compromise its principles for short-term advantage in any or all circ@iriislanc;e’_,. "Ihq : b
ethical performance of this company is the sum of the ethics of the workforce. Thus, we are all ‘expected lo : A
adhere to high standards of business integrity, strict confidentiality in terms of its dientele. = :

Importance of confidentiality :

Pro Glohal Technologles Put. Ltd. maintains reverence for dlient’s conlidentiality. and: j:asr-_ing'gl_g fp'“i'" ty to!

. s T
o ST

comply with legislation that govems disclosure of information. In this regand we have policies and’procédiires,

that provide guidelines for employees to ensure confidentiality of dient’s business; empluyée's"__hm_i;lil‘bniy-:; i
access certain information for work that is covered by their job descriplion wilh adherence to policies and

procedures of the organization.

Emgm' ee l:ondugl '

Potential and former employees of the c;ompany must never permit their personal interests lo;conll’icl,- ur
appear to conflict, with the interests of the company, its clients or affiliates. All empipveés.mus_l be
particularly not allowed to contact company clientele, its affiliate or third party vendors. Allj’emplqi;éésf-,
whether permanent, contractual or on an ad hoc basis should strictly refrain from conducting any or al) Kinds
of transactions with company clients in the capacity of professionally or in the personal chliad't'v'"t"l'lmiigl'i R
phone / cell, E-Mail, social media, or via other electronic applications/devices. Employees are not allowed (o’
record voice or video conversations In the office premises of any staff member of the company ‘without
written consent from all the parties involved in the conversation. ; ¢ :

Violation of Conduct : h : ;
All employees of the Pro Global Technologies Pvt. Ltd. Company is officlally cautioned to refraln from such -

nefarious activities and not to make any efforts adverse to the interest of the organization. llereby:It s
regretted to state here that the by laws and rules of the company totally negate these kinds of activities and
any employee who is In violation of this conduct or any involvement in this act. The company Is unre'strl;;-red
and has a legal right to pursue against the delinquents for any civil and criminal action / heavy cost [n case of
his involvement in such activitles and Is also at the liberty to terminate the services / job of the employee.

It is therefore, being informed to all employees not to make any efforts to contact with the clients of the -
company in personal capacity and to remain constrained within thelr job parameters. In accordance -\‘Nlll.i-

confidentiality and code of ethics all employees should adhere and strictly comply with this policy c__:véi'i after.

leaving the job. '




e

* The company shail be entitled to temnana vouir sevvices/ raining period willumtnulice on anv of lhe %

following grounds: : 5 ; e
. Youare ounvictéd of n"cfiminal offence by a competent Court of Law / Authaority.
® _You are found guilty of commilling breach of any of the conditions of the employment: or rules
and regulatlous of the arganization, If found involved in any un—ellucal activity Le. taking drugs, - e
having Alcobol, theft/stealing of data or anylhlng that belongs to the company, or any acllvlty
which impacts negamclv on company’s reputation, involve in hosule work. envimnment' sexu.nl‘ :
harassment or-use of obscene language. : Ltk RES ;
e Misbehavior with a coworker, dlsobev or refuse to canry out lhe work orders - 0|‘ vmn
Superior/Management or are irregular in attendance.
e Negligence of your assigned duties and poor performance during training period.
e Uninformed absenteeism durjng training period. 5
o You are declared medically unfit by the medical practitioner. : :
e If Management found your gualifications/Degrees not verified/altested Ly govt. ltegula}lun ut'
countcrfent experience létters. :
o

.Admowledgement: S ' e
. i A ___'7_.-}2'

This is to confirm that | have read this enure document thoroughly and shall abide by all the terms and

conditions.

EFmployee Name: f\g{ sl ﬂ l}m Ec z /( !‘\C )

Employee ID: :
cnica: - F gg}7637%ﬁc//
Signature : V)%ﬂ“%jb ‘

Thumb lmmpression

Date

6181 26273



EMERGENCY CONTACT
=== ENGY CONTA

Note: - The emeryp QﬂﬂY—cnntaguumrmamLiLgx!mm;;lx Ju:lllﬁle_;mgrcs:us;x |
I_Qsm!ﬂﬂ-e!'_ﬂs_o_mls_lnmel&ﬂQﬂijuﬁﬂlLimuQﬂZmLLo_ﬂﬂuunmndlﬂ&mmﬂz
Jﬂﬂﬂhﬂxn:mgmummmmmcﬂm _

Please update the emergency contace Information at Your earliest also jp case of any
changes in emergency contactr details, pleage contact Human Resources Department
at your earliest.

In case of emergency, please con tact the following individual as per my discretion.

Contact Name: O33Yy SRS 3 el
= 2 L
Contact lHome Phone Number- o 31 ZS S szz [j? ifz

Contact Cell Number- S ORIES Ltat SR

Employee Relationship to the Provided Contact: CousiN At
:

Dated: : 202 o M R A0S

Employei: Signature: __ :#



